[Company Logo]   [Company Name]
APPRAISAL OUTCOME – NO INCREMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Outcome of Annual Review for [Review Period]
Dear [Employee Name],
Thank you for taking part in the annual review discussion with [Reporting Manager] on [DD/MM/YYYY]. This letter confirms the outcome. Based on the review, no increment will be given to you in the current cycle, and your current salary of ₹[CTC] per annum will continue.
Reasons
1. [Reason 1 – e.g. achievement of 62% against the agreed quarterly targets]
1. [Reason 2 – e.g. repeated delays in submission of monthly reports, as discussed on DD/MM/YYYY]
1. [Other – e.g. less than the minimum service period in the appraisal year / pay above grade maximum]
Goals for the next review
	Goal
	Measure
	Target Date

	[Goal 1]
	[Measure]
	[DD/MM/YYYY]

	[Goal 2]
	[Measure]
	[DD/MM/YYYY]

	[Goal 3]
	[Measure]
	[DD/MM/YYYY]



To support you, the company will provide [Support – e.g. a product training programme and fortnightly check-ins with your manager]. Your performance and pay will be reviewed again on [Review Date].
If you would like to share your view on this outcome, you may write to [HR Name] within [Number] working days. We believe in your ability to improve and are committed to helping you succeed.

Regards,

	______________________________
[Reporting Manager]
[Designation]
	______________________________
For [Company Name]
[HR Name]
HR Department
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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